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What is ePlan Review

ePlan Review is a workflow management
system designed to provide a very
efficient plan checking process while
saving applicants significant time by
reducing travel time, time spent af the
city and money associated with the
traditional paper submission process.
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Prerequisite

Download ProjectDox components — this is a requirement

Turn OFF pop up blockers for the site
www.riversideca.gov/eplans Pop Up Blocking is controlled by
the tools of your internet browser under Internet Options,
Privacy tab, Turn Off Pop-up Blocker

If using Internet Explorer version 10 (check by selecting Tools on
your internet browser, then About Internet Explorer), it must be
operated in compatibility mode. When on the website
www.riversideca.gov/eplans click the Tools option for the
internet browser, select Compatibility View Settings, then add
Riversideca.gov to the Compatibility View website.

Download the components.

RiversideCa.gov




First Time Users

ePlan Review needs to add a few components to your computer to operate
effectively.

Turn off Pop-Up blocker

Install the ProjectDox

Components i
Internet Explorer 10 will

need to run in Compatibility -
Mode .‘—J-

CITY OF

RIVERSIDE

Password

The following screens are representative
of the installation process. Your
experience may vary depending on your
browser and computer settings.

RIVERSIDE

Project

RiversideCa.gov

ePlan Review needs to add a few components to your computer to operate effectively.
Pop-Up blockers will need to be turned off as the software operates in multiple views.
Download the components by clicking the Install ProjectDox Components link.

The following screens are representative of the installation process, your experience
may vary depending on your browser and computer settings.




Downloading Components

CITV OF

RIVERSIDE

Project
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Select Run




Downloading Components Cont.

ProjectDox Components 7.7-8.1 v12_31 will be nstalled on your computer.
WARNING: Thes computer program is protected low and
Unauthorzed duphcation

by copymght ntenshonal ieshe:
o datribution of this peogram, ot any porion of 1. may result in severe civl
and possile under the law.

Welcome to the ProjectDox Components 7.7-8.1 @,
v12_31 Setup Wizard e

Select Installation Folder

The installer will nstall ProjectDox Components 7.7-8.1 v12_31 to the followng folder.
To natalin thes folder, chck "Neat™. To nstall to a dilferent folder, enter & below or chck “Browse™

Foldec
[C\Program Fies\avalve Scftware\

lpm&
Disk Cost.
Instal ProjectDox Components 7.7-8.1 v12_31 for yourse!, or for anyone who uses this computer.

Evenone

RiversideCa.gov




Downloading Components Cont.

() Proj . 77-81v12 d [ Proj ompo 7.7-81 v12.: -
Confirm Installation % Installation Complete %
s e

The nstaller is ready to install ProgectDox Components 7.7-8.1 ¥12_31 on your computer. ProeciDox Components 7.78 1 v12_31 has been successhuly nstalled.

Click. “Neat" o start the instalstion Cick "Close’ 1o et

Pleste use Windows Update to check for any criical updates to the NET Framework

RiversideCa.gov




Add to the Desktop

3
o ) St g P I M Coe ] g @ cors mempons ] bng ] Pt s 146 © M © s connty bt

To add the software
icon to your desktop

RIVERSIDE

RiversideCa.gov

Click this option to add ePlan Review as a desktop link




Add to Favorites List

o ) St Lo P I M Cote ] P @ cons g ] g ] gt Bt 16 © MC © s commty bt

To add the software
to your internet
browser’s list of
favorite sites

A

RIVERSIDE

RiversideCa.gov

Click this option to add ePlan Review to your internet favorites list




Quick Reference for Plan Files

Plan drawings must be sié;ned, digitally or a scanned
signature, prior to uploading.

Drawings must be loaded as single page files with the
same orientation (portrait or landscape) as it would be
used on a hardcopy plan.

The drawing files need to include an abbreviated
reference to the drawing type (structural, electrical,
plumbing - see following sheets) to assist with faster
review and improved communication.

Re-submission of plan drawings MUST use the same
name, the same scale and the same orientation (portrait
or landscape) as the originalfiles.

RiversideCa.gov
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File Naming Standards:

Filenames for drawings submitted for ePlan Review should include the first
characters of the discipline name, followed by a 3-digit sheet number.

Extended filenames (i.e., AO.1 address of project, name of applicant - site plan)
create a problem if resubmittal is required. Brief filenames are suggested (i.e.; AO.1

- site plan).

PLAN FOLDER — Must be in Landscape View Only

RiversideCA.gov

File Naming Standards:

Filenames for drawings submitted through ePlan Review should include the first
characters of the discipline name, followed by a 3-digit sheet number.

PLAN FOLDER — Must be in Landscape View Only
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Required Files

1. Anindex of drawings must be included, generally on the title sheet (along with other
information required by the City’s checklist).

2. Cover Sheet - project cover sheet must be included in the submittal.

3. Index Sheet - project index sheet must include all plans with title designations.

Example: Aoo2- Second Level Floor Plan.

+

RiVERSIDE RiversideCA.gov
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FILE NAMING STANDARDS:
File names for drawings submitted for ePlan Review should include the first characters of the
discipline name, followed by a 3-digit sheet number.

AO0.1 - cover sheet Survey

A1.0 - all site plans, including site demo plan, | Civil-C1.0; C1.1; C1.2
enlarged area site plans, etc

A2.0 — demo plans, floor plans, roof plans Electrical - £1.0; E1.1; E1.2
A3.0 - large scale sections GN 1.0 — General Notes; GN1.1
A4.0 - exterior elevations Mechanical - M1.0; M1.1

AS5.0 - enlarged plans and sections (example: Plumbing —P1.0; P1.1; P1.2
stairs, walls sections

A6.0 - details Structural — $1.0; S1.1

A8.0 — control systems Lighting, Fire Protection, Security, Signage,
landscaping, interior elevations

RIVERSIDE RiversideCA.gov
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DOC FOLDER-8 % X 11

Alternate Method T24 Energy

Soils Report Structural Caleulations

ALL DRAWING FILES MUST BE SAVED IN LANDSCAPE ORIENTATION.

THE TOP RIGHT OF ALL DRAWINGS MUST BE RESERVED FOR THE CITY OF RIVERSIDE’S ELECTRONIC
STAMP.

PLEASE LEAVE THE TOP RIGHT COMPLETELY BLANK ON ALL DRAWINGS
o Dimensions 2" width x 2" height
FILE TYPE STANDARDS

The preferred Plan Drawing file formats are DWF, vector PDF and print-ready DWG files. Multi-page
plans are not accepted — single pages are required.

RiVERSIDE RiversideCA.gov
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Application Options

As part of its Business First program, the City of Riverside has launched ePlan Review
an efficient, cost effective method for businesses and residents to have plan approved in

the plan check process.

PREFERRED FILE TYPESFORTHE  S1e0 iS00t e s e s
CITY OF RIVERSIDE INCLUDE PDF,

DWEF, DWG, JPEG ‘ internet access. ePlan Review accepts over 250 file types, and files can be uploaded and
reviewed from anywhere.

expeditious processing of plans. There is no need to buy software; all that is needed is

This solution is now available for both building plan checks and planning cases. The links to

Plans submitted to the Building & both applications are provided below:
Safety Division (951) 826-5697 >

Plans submitted to the Planning |
Planning Case Application Form

Division (951) 826-5371 ase Application For

I have a project already and I am ready to upload my plans:

Access to ePlan Review aftera
permit or project number has ———

Upload my Plans Electronically No
been assigned

RiversideCa.gov

There are two application types. If you are unsure which type is appropriate for your
project, please call our main line at 826-5371. A third access button has been included

for applicants that have completed the application and received an invitation to their
project.

15




Starting an ePlan Review

The ePlan Review application link is on the CDD, Building & Safety and Planning
websites. ePlan Review can be initialized online by any applicant.

ePlan Review starts with an application to start a permit or project. Click the
button to access the application page.

CDD Home

s
ePlanReview - . z'?Z“"i! Mission Stateme)
v -

ity Planning v

¥ Community Development Department

RiversideCa.gov

The ePlan Review application link is on the CDD, Building & Safety and Planning
websites. ePlan Review can be initialized online by any applicant. It can also be added
to a current paper permit or project upon request. Call Building & Safety or Planning to
request the process and provide them with an email address.

16




Application Page

The application page provides a brief description of the ePlan Review process. Scroll
to the bottom of this page to view the application options.

i d - T g g  ® wa - = 3 -

Community Development Department

CDD Home

ePlanReview
Caty ng 3

Mission Statement

v
~ Online Plan Submittal and Plan Check
g & Safet
Code Enforcement ePlan Review Training Available!
» se ePlan Review and save considerable time and money, attend our
8 v ) )
s September 20, 2013 from 9:00 to 10:00 a.m. - here at CDD Values For Public Service
City Council Chambers.
0 v

ore information and then register here, of by calling 951

General Information

has launched ePlan Review

ave plan approved in

RiversideCa.gov

The application page provides a brief description of the ePlan Review process. Scroll to
the bottom of this page to view the application options.

17




Submitting to Building & Safety

The application for oIt D - & O X JR|rverse. Caitorna x
Building & Safety is being BUGIng & Safety

used for this
demonstration. The
same procedures apply
for the Planning
application. The
information fields are
very similar to the
information requested DriAGes: forme & Hendoes

by Building & Safety’s Ry T e
front counter: location, ke e el o et
applicant info, owner
info and project
description

Building Home

Building & Safety Newsletter

FAQs & Tips

¥ Plan Check Application Form

e & Special Inspection

Location

Other Links

Contact Us App'i“nt
Complete the COD Home Applicant Name
application form for the
Permit/Project. A

RiversideCa.gov

The application for Building & Safety is being used for this demonstration. The same
procedures apply for the Planning application. The information fields are very similar
to the information requested by Building & Safety’s front counter: location, applicant
info, owner info and project description

18




Building & Safety Application Cont.

An email is required
forall ePlan
Reviews. This
account will be used Address | Test Company address
to communicate the
status of the project
and to request
information.

Applicant Address

If the owner is not v -y

the same as the e (BT i i
applicant, the cel Phone

owner’s email can

also be added to the """

application to have R
equal access to the N e
permit or project. e

l{‘i\‘l RSIDE Riversideca-gov

An email is required for all ePlan Reviews. This account will be used to communicate
the status of the project and to request information.

If the owner is not the same as the applicant, the owner’s email can also be added to
the application to have equal access to the permit or project.

19




After Submitting the Application

Upon submitting the application, the screen will refresh with this confirmation message.

L i SR W N T & e

Mission Statement

¥ Plan Check Application Form

RiversideCa.gov

Upon submitting the application, the screen will refresh with this confirmation
message.

20




Confirmation Message

You will receive a confirmation email to the address included on the application that the
request for ePlan Review was received by the City. Please allow one business day to receive
an invitation to ePlan Review or a request for additional information.

City of Riverside Plan Check Application Received lnbox  x & |

noreply@riversideca.gov 12:35 PM (9 minutes ago) - -

tome '~

Thank you for submitting your application. We will review your application for accuracy and
completeness. If approved you will receive an email notification inviting you to our electronic
plans (ePlans) submittal system. This will allow you to upload your required documentation for
city review. Should you have any questions please contact us at 951-826-5697

If you do not receive this confirmation email, please contact 826-5697. Most
likely, the application form contained an invalid email address and the
application process will need to be repeated.

s

RIVERSIDI RiversideCa.gov

You will receive a confirmation email to the address(es) included on the application that
the request for ePlan Review was received by the City. Please allow 24 hours to receive
an invitation to ePlan Review or a request for additional information.

If you do not receive this confirmation email, please contact 826-5371. Most likely, the
application form contained an invalid email address and the application process will be
to be repeated.

21




What Happens Next

City Staff will receive an email to review the online application.

» Staff will contact you if they require additional information prior
to approving the start of the permit/project.

» Any locations for projects outside of the City boundaries will be
returned and advised by email.

* If the information is sufficient to start the permit/project, staff
will assign a permit/case number and send an invitation to start
the ePlan Review process.

RIVERSIDE RiversideCa.gOV

The application will be reviewed by technical, counter staff by either the Building &
Safety Division or the Planning Division depending on the application submitted. Staff
will carefully review the application to determine the services needed for the project
and assign a permit or project case number.

22




ePlan Review Invitation email

All new permits and projectsin
ePlan Review will start with an
email invitation into the
software.

Auser account will be
established for each email
address.

For first time users, the
invitation will include a
temporary password and a link
to the ePlan Review software.

If your company has multiple
users, contact Sharon Alvarez
(951) 826-5697 to add multiple
accounts.

Existing ePlan Review users
will receive invitations to new
projects but willnotreceive a
temporary password.

Permit Plan Check Invitation

Hello TEST COMPANY NAME:

Weicome to the electronic plan check system. This project inatation has been sent to you in response to your permit request. A
project has been created to allow you to electronically upload your CAD drawings & other supporting documentation for plan check
review. To access your new project, follow this instructions below

1. Click the Project Access link below

2. Enter your User Login and Temporary Password

3. Ciick on the Project knk on the "My Projects” page

4. Chick on the “Drawings” folder for plans and “Documentation” folder for supporting documentation
5. Chick the “Upload Files™ button and follow the instructions to upload your CAD drawings

6. Your drawings have now been submitted for plan check review

CAD Drawing files supported are. DWG, DGN, DWF, DXF, POF, TWF, PLT

User Logn JeptanRev: malson| Temporary Password
Temporary Password | Bocaase o
PPt s o . Permit number
Plan Check Coordnator Building & Safety Division
Plan Check Coordinator's Emad i LgoY
Link to ePlan Review
Project Permit Access Link €~

Contact e Plan Chedl Cooraineton f rou Reve Guestions regarsing tha projedt Plasse 5c not reply 10 tha emait

RiversideCa.gov

All new permits and projects in ePlan Review will start with an email invitation into the

software.

A user account will be established for each email address.

For first time users, the invitation will include a temporary password and a link to the
ePlan Review software.
If your company has multiple users, they can have multiple accounts.

Existing ePlan Review users will receive invitations to new projects but will not receive a
temporary password.

23




Access ePlan Review

The e-mail is the same as provided on the application and the same account that received the
invitation email. A temporary password is provided to new ePlan users. If you forget your
password, use the Forgot your password link. If you experience difficulty accessing your
account, please call 826-5371.

Same email as used
for the application

Password =

Project

RIVERSIDE

RiversideCa.gov

The e-mail is the same as provided on the application and the same account that
received the invitation email. The password is the temporary one provided (new users
only). If you forget your password, use the Forgot your password link. If you experience
difficulty accessing your account, please call 826-5371.

24




Setting up a User Account

Provide a new password and

establish the security question Setings for TEST COMPANY NAME (+P1anReviewT esi@omad com)
and answer. If your account Vielcome 10 Cy of Rrverside € pians.
locks out, call 826-5371 to porfybemape oo gt oo ops ekl orproml gy
request assistance. YOur PasSword f you ever forget what tis.
M o have changed yous poosmendyou il b ko e i Procs W
Change temporary

password & set
security question
and answer

FirstName: * | TEST

Account details———— sk it e B (e et ®

Test Apphicant

#P1an Rewew Test Company

Test Address

Riverside

Proance | CA [v| PostalCode 92522

Fax

s

RIVERSIDE

RiversideCa.gov

Provide a new password and establish the security question and answer. The security
guestion is not a drop down menu, it is a text field. The security answer must be typed

exactly as listed in the box for password recovery. If your account locks you out, call
826-5371 to request assistance.

Complete the company contact information. The more information provided, the
better service we will be able to provide.

25




Plan Review Pre-Screening

City staff will review the drawings and documents for pre-
screening.

Pre-Screening will check for receipt of all needed
documentation (plan drawings, calculations, etc.) and
advise the applicant of fees due. Note: If at prescreen you
are DENIED, please reaccept your task and retry.

Upon receipt of all required information and the payment
of fees due, staff will simultaneously route the permit or
project to the applicable review disciplines.

s

RiVERSIDE RiversideCa.gov

Staff will review the documents, determine if additional documents are needed and
advise of the amount due for the permit or project. Staff will use ePlan Review to
advise the applicant (and owner if email included in the application) of the list of
required information and advise regarding the amount due. An electronic payment
option is not yet available, we are working on providing a solution for accepting credit
cards and e-checks.

26




Adding Files

Staff will prescreen each application prior to allowing applicants access to upload the plan files and
documents for the permit or project. You will receive an email when ePlan Review will accept documents.
This option will be turned off during the plan check process and turned back on for re-submittal.

Please see Slides 11 - 14 for the file naming convention.

Click the Project Accessto loginto the project noted in the email. If desired, click Login to ProjectDox to
access your account. All projectsyou have started or have beeninvited to will be in your account.

Samile email:

Upload Confirmation Task Assignment

Auention TEST:

When you have completed your upload, please you have completed your upload, please Login to ProjectDox and plete the "Upload C

ion” task

Project 13-2618

Description: | Test Application - Build offfice spaces on the ro
Task ApplicantUpload

Assigned by rs

ey

RIVERSIDE

RiversideCa.gov

Staff will prescreen each application prior to requesting applicants upload the plan files
and documents for the permit or project. You will receive an email when ePlan Review

will accept documents. This option will be turned off during the plan check process and
turned back on for re-submittal.

Click the Project Access to log into the project noted in the email. If desired, click Login

to ProjectDox to access your account. All projects you have started or have been
invited to will be in your account.

27




Adding Files Cont.

Click the project to open the folders. If you have more than one project in ePlan,

all will be listed.

Sample dashboard in ePlan Review:

dabuck | Fondcy  propects| Proie| J b W Logowt

Task Ust (70w |
# progeci(s) ot o 1 o TEST COMPANY NAME. e anfirvarerTosigigmad com)  secent prsects [ as projects | press e o Search: [N
Owner Sus
Submited

Project Options. Descrpton
Budng & Safehy Dmision

08 Test Appbcaton - Buid ofice sgaces on B 1o

RiversideCa.gov

Click the project to open the folders.
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13-2618
Mamn Contact:

Locatoa:
Comtact:
Comtact's Emait:
Phone:

Coll Phosw:
Poger:
Propect Owmer:
Owmer's Emat

Eamend aurers Cotinge ) Test Apghcanon - Buikd OBICE Sp30ES 0n I 10

= n “ Promctito  Reperts
Propect Name:
Descripson:
Propectimage:

121
Test Apgiicabon - Bl ofice $paces oo e 10
Hoimage easts

Busdng & Safety Dvegegn
baal3QGIATSISHCA Q0¥

Adding Files Cont.

Select the appropriate file folder for each document type.

Status:
Due Date:
Project StartEnd:
Pass Through:
Incoming fles:
Versionmg.

Suomited

Start 7292013 124304 PU | End: 1292014 124301 PU
mou_ wer, a4, him_ i, install.conbg. mpd

fac | Emet $0@PomaDon YourCompaniDoman m
ENatied ot Pus prot

RiversideCa.gov

Select the appropriate file folder for each document type.
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Adding Files Cont.

13-2618
Main Contact: Y
Folder: 13.26180mwWgs Test Application - Bulld office spaces on the 1o
Projectinfo  Reports
No fies currently enst in Drawings. Project Name: 13.2618
To upload fles into s folder Description: Test Application - Build offfice 5paces on the 1o
(1) Click the Upload bution below Project image: No image exsts
(2) Foliow the instructions in the pop-up window s
Large fles may take a few munutes to be Contact:
processed Click the Refresh bufton at the top of the Contact's Ematt:
10 refresh yo
page ¥
View Foiders | Cell Phone:
Pager:
Project Owner: Budaing & Safety Devsicn
Owner's Emait: busdna@riversideca ooy
Tin .S & Safety
Status: Submited
Due Date:
Project StarvEnd: SHart 7292013 124304 PM | End: 1292014 124301 PM
Pass-Through: Mo, Wiy, 2, htm_himi, install, config. mp4
Incomng Fdes: fax | Emek $0@PromdDox YourCompanvDoman com
Versioning: Enabled for this project

s

RiversideCa.gov

Click Upload Files




Adding Files Cont.

Drag the file(s) into
the box or

Browse your
computer to select
S file(s)

URL Display Name:

URL:

RIVERSIDE RiversideCa.gOV

Files can be uploaded by either dragging them from your desktop into the Selected Files
box or by browsing for files on your computer.
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Adding Files Cont.

The files to be
uploaded will be
listed in the
Selected Files box.
When ready, click
Upload to add all
documents into the .
project/permit B ——

planl.dwg 278.71K8 X

RIVERSIDE RiversideCa.gOV

The files to be uploaded will be listed in the Selected Files box. When ready, click
Upload.
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Confirm Upload Complete

You will receive an email requesting confirmation that the files loaded into the
project are the complete set needed for submission. This process is how you
communicate with staff that you are ready to begin the plan check process.

Sample email:

Upload Confirmation Task A

Attention TEST:

When you have completed your upload, please you have completed your upload, please Login to ProjectDox and complete the "Upload Confirmation™ task

Project 132618

Description: | Test Application - Build offfice spaces on the ro
Task ApplicantUpload
Assigned by: | Carlie Myers

Project Access | Login to ProjectDox

RiversideCa.gov

You will receive an email requesting confirmation that the files loaded into the project
are the complete set needed for submission. This process is how you communicate
with staff that you are ready to begin the plan check process




Starting the Plan Review

You will see the files uploaded for the permit or project. When you are done
loading, click the Tasks and Workflow option. Tasks and Workflow control the file
permissions for the plan check process.

M

s Back | 1o

/G Project Beports otowy () o
2 e Test Apphcation - Bulkd oflce 5paces on e ro.

m %@ Proectilo  Reports
] Project Mame: 132618

Descripton: Test Appiicaton - Bulld office spaces on e o
Project image: Noimage ensts

292013 11340 P 2908 B

v Contact:

Contact's Emat:
Phose:
Cot Phone:

7283013 1 1340 P TTOVE Pogec:
Project Owner: Bufang & Safet Dnvaien
Owner's Emakt talana@e mcideca ooy
Status: Submited
Due Date:
Project StartEng: Start: 7292013 124304 PM | End: 1202014 124301 PM
Pass. Through: OV, WITw_ 24, i install. contg mp4
Incoming Fées: fax | Emalt 40@Promcon YourCompanDonin com
Versionmng: Enadied for s project

RIVERSIDE RiversideCa.gov

You will see the files uploaded for the permit or project. When you are done loading,
click the Tasks and Workflow option. Tasks and Workflow tell ePlan Review that you
have completed uploading the necessary files.
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Starting the Plan Review Cont.

This screen will appear when you have completed submitting files. Upload Complete will tell
City staff that they need to begin the plan review process. Save and Close means “save

what I have done, but | am going to come back later to add more”. Until Upload Complete
is selected, the project status will remain with the applicant.

ePIcm Review

Review Information Permit Information Global File Compare m Checklist Report (0)
Building Technician
Review Cyde
workflow/Activity Name
© Activity Instructions

Carlie Myers ( cmyers@riversideca.gov )
1

Start_Building_Plan_Review / ApplicantUpload

Current User Logon TEST COMPANY NAME ( ePlanReviewTest@gmail.com)

After you have successfully uploaded all required plans/documents please select (Upload Complete) button

e —
—_—

RiversideCa.gov

This screen will appear for you to advise that you are done submitting files. Upload
Complete will tell City Staff that they need to begin the plan review process. Save and
Close is equal to saying “save what | have done, but | am going to come back later to

add more”. Until Upload Complete is selected, the project status will remain with the
applicant.
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Plan Check

Each reviewer will have the opportunity to review, make comments,
request changes, and/or provide conditions to the applicant.

When all required reviewers have completed the plan check task, the list of
comments, corrections and or conditions will be sent by City staff to the
applicant via email.

The applicant will have access to review each mark up and make the
required adjustments to the plan or documents. Applicants will now have
access to upload newfiles to the permit or project.

Only plan files with corrections need to be re-submitted. Resubmitted files
must have the same file name as the original document. (See sheets 11 -
14). ePlan Review will version each file, putting the most recent on top,
thus providing plan check staff with a faster, more efficient review

D rocess.

RIVERSIDE RiversideCa.gOV

The paper plan review process will be routed to each department via ePlan Review. All
plan check will be done at the same time and allow the different departments view only
access to the conditions or corrections of each other. Upon final plan check from all
required departments, the list of corrections/conditions/markups will be emailed to the
applicant. The applicant will then be able to log into ePlan Review to see the requested
corrections and make those changes to the plans. Resubmission of the files requires
using the exact file name as originally uploaded to the project. This feature provides all
of the plan reviewers an immediate versioning and thus expedites the plan review

process.

36




Accepting the Task for Corrections

Tasks and Workflow will start the process

- @ Test Appiication - Buld ofice 5paces 0n e 1o

 Promctinlo  Reports

$@C Project Name: 132018
#( Suppiemental Matena Descrgoon: Test Appacation - Bl office spaces on e 1o

Project image: Mo image essts

Locason:

Contact

Contact's Emat:

Prose:

Coll Phose:

Pager:

Project Owner: 203024 Satets Ooesico

Owner's Ematt: tuldoa@nnideca gor

Statux: Resuma Roquest

Due Date:

Project Startiing:  Start: 7292013 124304 PU | End: 1290014 124301 P

Pass Thiough: X, W 2, .M install, Config, mp4

Incomng Fles: fax | Emek 4GP YouCoTRINOoman om

Versoning: Enadied for s project

RiversideCa.gov

Tasks and Workflow will start the process
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Accepting the Task for Corrections
Cont.

Click OK to accept the task. This feature is included for applicants that have
provided project access to multiple staff members or other vested parties
involved in the project. Accepting the task moves the workflow to the

responsible user.

otk ot ot e | i | 5 W @ Lemot
T vt St | Tk & st | | Piooten | L tmat

Do you want to accept this task?

RiversideCa.gov

Click OK to accept the task. This feature allows companies to have multiple staff
members or other vested parties involved in the project. Accepting the task moves the

workflow responsible to the user clicking OK.




Review Corrections

This sample email advises that the plan check process has been completed and
corrections are needed. Access the project to view the corrections.

Review Correction Request Task Assignment

Attention TEST:

Your plan review submission for Project: 13.2618 has been reviewed and corrections have been requested. You may review cormrection comments and
requirements by accessing the ProjectDox site.

When corrected plans and/or documents are ready for , please Login to ProjectDox and follow the

provided for

Please be advised when re-submitting plans and/or documents:

o All corrections must be uploaded using the same file names as the onginal submittal
e Once have been for review, no will be d unless req d
¢ Please make comections within 180 days of this notice to prevent your application from expiring.

Project 13.2618

Description: | Test Application - Build offfice spaces on the ro
Task ApplicantResubmit

Assigned by: | Carlie Myers

Project Access | )min to ProjectDox

RiversideCa.gov

This sample email advises that the plan check process has been completed and
corrections are needed. Access the project to view the corrections.
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Viewing Changemarks

The workflow will show the changemarks requested by all of plan check review staff

involved in the project. Click into the files to view the markup, the details will be listed on
the same line as the thumbnail image.

ST e o | ot conpoe | s | oot v 0

Building Technician Cartle Myers ( cmyers@riversideca.gov )

Review Cyde 1

Workflow/Activity Name Start_Building_Plan_Review / ApplicantResubmit

© Activity Instructions Please review all sections of the eForm and drawing markups and resubmit the required
information prior to completion of task.

Current User Logon TEST COMPANY NAME ( ePlanReviewTest@gmal.com)

Y
N

k Here to Load Changemarks

Bkt om
= . In i

Uons Boom
"

RiversideCa.gov

The workflow will show the changemarks requested by all of plan check review staff

involved in the project. Click into the files to view the markup, the details will be listed
on the same line as the thumbnail image.
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Project Status when Pending
Corrections

The status of the workflow will change back to the applicant to re-submit files.

132618 otk | forward . ropcta | Prome| 3 4
Mam Contact (i Promect Reparts | g3 Tasks & Worktiow | () Wio | Z)wotes
Folder: 1) 20 100ANNGE 3 Paes 3 Newi Test Appacation - Busd ofce 3paces on e 1o

o * o
Attached To Status Croated On Updated On Updated By
=) Appacant Accepted 729013 14813PM 292013 15220 Pu ePrarResenT esiBomad com
=
ey

oo« »oom Paget

RiversideCa.gov

The status of the workflow will change back to the applicant to re-submit files.
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Uploading Corrected Files

The process to re-upload
files is exactly the same s
as the original file upload. o mg veri x
Revised files MUST use

the same file name,

orientation (portrait or

landscape) and scaling

for re-submission.

Total 0% 278.71 KB

Cancel Upload Add more fiies.

[y

RIVERSIDE RiversideCa.gOV

The process to upload file is exactly the same as the original file upload. Revised files
MUST use the same file name for re-submission.
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Confirmation of Re-submitted Files

Using the same name creates a versioning process, the most recent always on top,
and makes for a much faster plan review process. Uploading revised files with
new names will create a formal correction to submit under the same file name.

Your files have been uploaded.

1. plan1.awg

Files blue are
ey will be versioned if the file content has been changed in any way

[y

RIVERSIDE RiversideCa.gOV

Using the same name creates a versioning process, the most recent always on top, and
makes for a much faster plan review process. Uploading revised files with new names
will create a formal correction to submit under the same file name.
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Complete the Re-Submission

When all of the corrected files have been loaded, you will need to advise staff
that your portion of the process has been complete. Click the Tasks & Workflow

button
Pl Rexven _
13-2618 = Back i  Pro
Main Contact: i ProectReportf] (g Taaks & Worktiow | @)
Folder: 132615000803 (2 Foes - 2 New) Test Application - Busid office 3paces on hhe ro

View Folders | Upioad Fles D*of;

Anached To Status Created On Upsated On Updated By

CommtSet. | - Seiect- Appicant Accapled  TR92013 14813 PU 7292013 15230 PM ePlanRewewTest@amail o

(c]=] L

Yiil(ﬂ?ﬂmhﬂ“
RSNR

RiversideCa.gov

When all of the corrected files have been loaded, you will need to advise staff that your
portion of the process has been complete. Click the Tasks & Workflow button
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Completing Re-Submission

A very similar form to one used for the first submittal will require

confirmation from the applicant that they are done uploading files. Scroll
down this form to the screen listed in the next slide.

@ePlon Review

S o e comr | v | oot ez

Building Technician

Carbe Myers ( cmyers@riversideca.gov )
Review Cyde 1
Workflow/Activity Name Start_Building_Plan_Review / ApplicantResubmit
© Activity Instructions

Please review all sections of the eForm and drawing markups and resubmit the required
information prior to completion of task.

Current User Logon

TEST COMPANY NAME ( ePlanReviewTest@gmail.com)

ere 10 Load Changemarks

RiversideCa.gov

A very similar form to one used for the first submittal will require confirmation from the

applicant that they are done uploading files. Scroll down this form to the screen listed
in the next slide.
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Final Step for Re-Submission

The workflow will require confirmation that the checklist items were met. When
done, click Complete to start plan check. This process will repeat until the project is
deemed approved. Approved permits and projects are Stamped and the files will
move into an Approved Files (folder not visible until approved).

Tl DEPARTMENT REVIEW - Review Cycle: EIE1

CYCLE DEPARTMENT REVIEWED BY STATUS & NOTES

BUILDING NON STRUCT CARLIE MYERS CUNMNITION

conm CMYERSQRIVERSIDECA GOV

PLAN REVIEW AND'OR ASSIGNMENT COMPLETE

T sk I tructions

reviewed and addressed the Checklist Comments provided on the “Checkist” tab above. Please click on the tab and review each tem Each comment will be
aleated as “Met” or “Not Met™. If you would like o export 3 list of the comments to Excel, dlick on the “Export to Excel” ink in !he upper right hand comer of the popup

RiversideCa.gov

At the re-submission stage, the workflow will require confirmation that the checklist
items were met. When done, click Complete, to advise staff that the resubmitted files
are ready for plan checking. The Save and Close button is the same as “I’'m saving the
current process, | am closing the application, | will be back later to click Complete”.

If additional corrections are needed from the first submittal, the same cycle will repeat
until the project is deemed approved. Approved permits and projects are Stamped.
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Stamped Plans

An email will be sent to the applicant(s) advising that the permit or project has been approved. Once the
permit fees have been paid, the plans will be stamped and released for duplication. Allapproved files will be
in a file labeled “Approved files”. The stamped plans include the permit or projectnumber. Allapproved files

will be available for downloading by the applicant(s). Astamped printed copy of the plans shall be made
available at the job site for the Building Inspector’s visit and inspection review.

New Batch File Stamp Notification

One or more files have been batch stamped and added to the project listed below.

Project: 13.2618

Path 13-2618\Approved
Stamped by Carlie Myers
Stamped Files Access | Login to ProjectDox

Original files that were stamped:

1
2. plani.dwg

RiversideCa.gov

An email will be sent to the applicant(s) advising the permit or project has been
approved. All approved files will be moved to a file folder in the project labeled
“Approved files”. The stamped plans will include the permit or project number.




City Contact Info

For questions, concerns, password reset,
additional user accounts, file concerns,
please contact:

« Building & Safety Division: Building Permit
Technician Sharon Alvarez at
sjalvarez@RiversideCa.gov or (951) 826-5697

» Planning Division: Senior Planner Travis Randel
at frandel@RiversideCa.gov or (951) 826-5371

RiversideCa.gov
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